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MFMORANDUM FOR: Director of Fimmcc

SUBJECT: Review of !unctibns and Activities of the
Confidential Funds Division

Attached. per your reqtinst are the following schedules: T

TAB-A « Outline of the "!'hjot Functions of the Conﬁdeatial :
Funds Division".

TAB-B - A list of "Action Taken During Past Year to Iwrove
tff.iciemy and Coanserve Manpower".

. .

TAB-C - A list of "Action Which Might be m:m« duxing )
the Next Yesr with a View to Improve Efficiemcy v
Comsexving Manpowes”.

TAB-D - Statistics showing "Comparisom of Vorkloed Increases™
. between FI-57 and FY-83. (Threc sepsrate sheets,
Tabs - D~1, D-2, and D-3.)
25X1A
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Brief Statement of liajor Functions (approximetely 6) and Juetification
of these functions and/or explanation of those functioms which could
be eliminated in part or whole.

2. The present T/0 for your Branch isF 1f your Branch was
reduced by / people what Your recommendstions be 25X9
as to the task, functions or services which should De reduced to
absorbd such reduction?

er v ko

} 4. What suggestion or recommendation do yow have for implementation
| over the next two years which you think would sarve to reduce the

nanpower requirements necessary to perform the work of your
Branch?

4. Please list briefly functions that have been eliminated or revised
or other efiiciencies affected during the past year which have '
enabled you to better utilize menpower and increase performance.

NOTE: Above to be put in narrative form and addressed to Chief,
Confidential Punds Divisien
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MAJOR FUNCTIONS OF CONFIDENTIAL FUNDS DIVISION

//// 1. Provide Technical Financial Support in Connection with the Agency's

~Covert Operations: 'Thisfis‘neCessary in order to establish proper

financial reporting on the status of Agency resources and assets.

e

//// 2. Audit and Certify Accountings of Agents, Projects, Class B Stations,

and Travel Vouchers: Necessary in order to insure the proper use and

protection of govermment funds.

3. Conduct Fin;ncial Briefings for Clandestine Services Officer, Agents;

and Other Personnel as Needed: It is important that all personnel having

responsibiiityvfor'thé;expenditure of Agency Funds be thoroughly briefed -
as to the responsibilities, authority, and safe keeping of such funds.

o

7

// 4, Review, analyze, and reconcile Financial Statements of Proprietary .-

/

- Projects for”Compliahce'with Administrative Plans: Necessary for the
Agency to haVe{ub—toédate records of our financial interests in all

proprietary entities'eétabiished by the Agency.

5. RecohbileVandﬂrecord Financial Reports of Stations following ClassVA

Accounting Procedures and Type I Property Procedures: The records and reports’

of our larger statlons must be. recorded currently in order for the Agency

to have an up—tofdatg record of its flnanc1al p051t10n.

6. Reconoilé-Reports and Prepare Vouchers to Record both Headquarters

and Type II Property Transactions: Necessary in order to keep current

records onofidéﬁoiéi:broperty‘accountability. S

Exmdua ien g
dnwnrrau,nn and
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7. Audlt Certlfy, and Record the Spec1a1 Procurement Accountlngs-

e

/ GSA Revolv1ng Funds, 1nv01ces from Commerc1a1 Suppllers and Billings from

the Armed Forces To 1nsure recelpt of property and services and t1me1y pay- "

ment thereof.

e 8. Analyze and Pollce General Ledger Control for our Subsidiary
;
/

f Accounts and prepare and dlstrlbute Flnanc1a1 Reports extracted therefrom:

Al

9, Review, Analyze and Distribute Financial Reports: Periodic reports
£ of the status of the Agencyqaccounts are necessary management tools for

" use by the offic‘.ials';"of the Agency.

10. Payroll of Agency Personnel paid from Confidential Funds: Such

payments must be'mad‘e in conformance with individual or cover company
requirements. Records of 1eave retirement, social security and related
activities must be malntalned in conformance Wlth law and financially

acceptable accounting: stahdards. ‘ - 25X1C
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12. TFunding Field Stations:' Develop and maintain Station funding -

plans for funding alliField Stations to assure that an adequate supply -
L ' 25X1C

of Funds is availlab'l.'e-‘at.-,ieac.h installation,
14, Cash and Check Disbursing: This function is to provide at
Headquarters a cqnnt'er cash and chack service. Co " 25X1C]
25X1C
17. Assist Clan'des'tine'Services in Developing_ 25X1C

Fundmg Arrangements for Projects, Agents, and Special Activities: This
function enables the D1rector of Finance to prov1de the clandestlne services
with various fundlng arrangements through the many’ assets available to the

Branch both in the Unlted States and abroad.

[N R e "1'\
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18. Funds Custodlan This function encompasses the maintenance of
.records to account for all funds drawn from the United States Treasury
‘and dlsbursed by the Off:Lce of Flnance and the safe keeping of Agency

assets.

19, Operate and maintain Registry Function: Respomsible for receiving, .
recording and distributing all incoming and outgoing documents dealing with -
the confidential "fnnds'".‘aj.:cti_.Vity of the Agency and for retiring documents

and records in compliance with Agency regulations.

g T T -
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8. HEY .
CONFIDENTIAL FUNDS DIVISION

ACTION TAKEN DURING PAST YEAR TO IMPROVE EFFICIENCY AND CONSERVE MANPOWER

Developed fixed time schedules for the more timely production of
machine listings and reports in order to provide for the maximum
utilization thereof.

Further utended- facilities to additional stations and bases
in order to provide better financial support to fleld operations.

Revised procedures covering the processing of Bureau Schedules to
expedite their recording and return to the Fiscal Division.

nevelapad‘% n collsboration with the Policy sud Systems Staff, revised
procedures,} to become effective in FY 1964, covering the establishment
and maint e of new accounts pertaining to asccounts payable for
property acquisitioms, which will permit the maximum use of machine
mathods in the administration of such accounts and provide for a current
review and determimation of the propriety of the paysbles.

Developed and iesued sn amendment to the "Fimancial Coding Guide”

covering changes in the coding r remente asf numerous accounts
- and a directory of all installations identifying

by type, financial and proparty accounts maintsined and to whm
accountable.

.. .
te tich
sation
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7 A contreet with Brinks, Inc., which Provided for Brinks to deliver
cash weekly from the 8. 3. Tressury to4Meadquarters, asd installed
& money counting maching to reduce manpower required in verifying

[N s
g .
- (-\,g\_,, . .
- -
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B

gounts,
10. Mmed procedure whereby Readquartars persomncl requiring
vouchered sdvances are now able to seeure their advances at

the Conffdential Punds 41 sburaing ¢ iy ‘

11. MNumber of vouchers submitted to the Director for his certification
vas reduced to one per month covering all confidential disbursements
effected by the Monetsry Brangh,

12. Plans huve been cowiim and coordipated
and

! with all Foveign Stations
op. isions concerned for the

reduction of the Field .

25X1A

16. Establighed G.L. sccount 102.0 end & procedure fop funding Field
Stations wieh . 3, Treasury checks drawn directly from the Treasury
Dishursing Offfcer Upom preseatation of Schedule 1166. This proce-
dure wey established to éxpedite receipt of Treasury Checks for Pield
fu‘:“d:ng un: free the Agent Cashier accounts to weet incressing banking
4 rements, ; '

17. Iwplemented a Procedure for forwarding of Personsl checks from field
stations to Headquarters which enshies the Monetary Branch to process
the ehecks upon Yeceipt at Headquarters without undue delay.

18. Conducted an snalysis of the funding and aAccounting patterns of Ca
Subsidy Projects and presented the findings in chart form to the
CA Staff resulting tn positive improvement in funding and accounting
ques .

"‘gb;'asz“ - [~
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21,

22,

23,

26.

27.

29,
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eloped a procedure to eliminate the wse of Transmittal Manifeats
to tranmmit TA's to fig}d statioms by control through the TA nuuber.

Strengthened our requizements that cash refwnds be sade at the time
travel vouchers are Prepared thareby elimtusting considersble follow

Developed and twplemented 8 procedure to transfer to stations items
disallowed or suspended in theiy aceountings, thus strengthening the
accounting control im the stations ever such items. :

Developed and implemented s Procedure to obtain refund of wnused
balances of advances. :

Eliminsted the uge of "logs" for the rdcei;t &nd control of accounting
documents by instituting use of o Routing 8iip prepared at the origin
of the sccounting docwment,

Developed time-standards for Sudit end recording of sccounts submitted
to the Finance Division. -

Centraliged the Preparation and release o‘t:ﬁ'e to fisld stations
Tesulting in wore uniforn Preparation and wore prompt releasing.

ewhmmutudymmpm fwmamfm. Overseas Transfer
Financisl Record, Form « 2030, cowbining the basic dats previously
showa on three forms, Request for Advance (Form No, 281), Transfer of
Account (Form No. 494), and Foreign Duty Data Sheat (Form No, 475).

Brought up to date and re~issued as "Certifying Officer's Guide to
Authorities™ the former tnnaned index to authorities. Ths new
lssuance’s changed format will maks easier both finding the materisl
or reference desired and tmending the {ssusnce as the seed arises.

Reduced the number of contact points for and Processing of advances

for M-mp by appointing the senior finance officer in the Central
Froceseing Branch » Certifying Officer.

e
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Accounts Paysble for property procur proe: '

‘ ement edures have been revised

fézg provide ssparate secounts for the eptabdlishment of lisbilities and

“coewunt ;::c:;“;;:h ;:iz;iriml Division maintainiag an expenditure
. élininates the recopding of voucher fund

expenditures for property in the confidengigl ot ! |

Reporting of accommodation Procuremgnt e o
y , transactions to the Fiscal
M':‘ﬂ vas changed from & transaeign basis to a monthly sy

A mud sdvanca account statement was developed, for use tncanmﬁm
with employee and agent sdvances, which should provids umliform procedures
for the maintensnce and admindatration of sdveance sccoumts.

. Issued a Confidentisl Punds Divisies Opersting Precedure aseigning

- mmintensace responsibilities for all general ledger accounts.

Ir;sftqncd nev operating procedures pertaining to accounts paywhl ‘
)1 3
property acquisitions and developed the machine tabdulations uh“
provided to the Office of Logistics, Fiscal Division, and Confidpatial
Punds Divisfon for sdministration of the accounts.

i, A - .
imetallations ‘ nanc ind property sccounting procedures

cmtthh therato.

Di:patchad' two finance officers on & three-month TDY trip to Africa to_ L
connu:t with and advise Station perscnnel on financisl problems and .
records. ‘

Initiated energetic campaign to clear delinquent accounts thus veducing
the amount of time required to follow up on these accounts.

PR b
Lty Bt
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6.
25X1C

7.

8.

9.

10.

5.
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CONF IDENTIAL FUNDS DIVISION

ICH MIGHT BE INITIATED BUR% THE NEXT YEAR
WETH A VIE A VIEW TO DMFROVE EFFICIENCY AND mvm MANPOWER

Establish the Confidential Funds Psyroll on the RCA 501 computer
during the next year.

Work out with the Office of Computer Services snd the Office of

Budget, Progrem Analysis end Manpower s coding system which will
integrate sccounting and budget information gnd at the same time
reduce much of the precoding which is presently necessary.

Develop criteria for establistment of Type Il FPA installations
and review present Type II installations snd teke action to
convert the procedures at the ingtallations to which the criteria
do not apply.

If suthorizing legislation is passed by the Cougress, establish a
procedure for administrative exemination of veuchers on the basis of
statistical senpling.

Dependent on the availability of space, estsblish a Central Travel
Unit for the pre-audit of trevel vouchers end to assist travelers in

e R pr@“ﬂtiﬂn of their sccountings. he

Improve the accounting and reporting syatem of Proprietsry projects
{ncluding the greater use of mechanipatisn S.n mm‘ding expenses

end Agency equity.

Eliminate the processing qw t@idly
as the esstablistment of gppropriste cover 1iitics can be

accomplished.

Review with other Agency components concerned, current funding
capsbilities with view to reducing non-essential funding devices,
bank gccounts, sod fecilities.

Establish procedure for more timely reporting to Hesdquarters of
outstanding delinquent advances at weraw installations.

Work with Central Cover Staff and Office of l’ewmel with
view to writing more definitive contracts and cover compeay
sgreements thus eliminasting time consumning mmch and- corrigpondence.

GRAUP 1
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